Direct Access User Roles and Functions

Overview

Introduction This guide provides the procedures for requesting, recertifying, removing
withdrawing User Roles and Functions in Direct Access (DA).

Please allow 24 hours afteP€ approval to see the updateald® in DA.

Direct Access DA Functional User Roles are position based. It is importamview the

Functional requirements of each User Role and Function to ensure all criteria is mei

User Roles such as appropriate Approval Authority and/or a Designation Memo proy
to PPC. For a list of DA FunctiahUser Roles and the requirements
associated with each role, refer

https://www.dcms.uscg.mil/ppc/da/functionalroles/

The below User Roles requirddesignation Memothat must be submitted t
PPC Customer Care prior to submitting a User Role request:

1 CG Educational Services Officer

1 CG Passport Acceptance Agent

1 CG Training Officer

1 CG Urinalysis Coordinator

Recruiter In For those requesting tl&G Recruiter In Charge role and thene mb e r ¢

Charge position data in Direct Access do€©T indicate Recruiter In Charga,
Designation Memo is required aMUST be submitted to PPC Customer
Care prior to submitting a User Releeques{see théJnderstandinglob
Datauser guide for reviewing a merm

Pending It is importantthat the nember submitting the User Roles reqdeBow-up

Requests with theCommandApprover to ensure they are awaifehe pendindgJser
Roles requeghat isawaiting command approvalf the User Rlesrequest is
NOT approved byhe supervisor within 30 days of sulssion the request
will be considered invalid uporeceiptat PPCand subsequentipENIED .

Termination of  If a Command requires termination of User Roles prior to transfer or
Roles separation, notify PPC CimsnerCar e . l nclude the
number and the User Role(s) and Function(s) to be revoked.
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Requesting New User Roles

Introduction This sectionprovides the procedures for requesting héser Roles and
Functionsn Direct Access (DA).
Remember, lease allow 24 hours after PPC approval to see the updated
Roles in DA.
Procedures See below.
Step Action
1

From the Requests tab, clitlser Access Requesh the Self Service Requests

agelet.

My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Requests

View My Requests (all types)

Submit a Drill Request

MNon Accrued Leave Request
Submit a Delegation Request

PHS Submit Retirement Docs

User Access Request

0
o
1

The User Access Request page will displ&ick Initiate Request

User Access Request

User ID: 1111111

| Initiate Request |

This page is used to request user access to the Direct Access system. This page can be used to add additional roles or
delete existing roles. The request must be approved by appropriate authority.

Many of these roles either require special routing or additional documents in order for the role to be granted. Review
the Personnel and Pay Procedures Manual, PPCINST M1000.2 (series), Chapter 2, for additional guidance.

Continued on next page



Requesting New User Roles, Continued

Procedures
continued
Step Action

3 Any Current Roles andCurrent Functions for the member will displayClick
View All (if necessary) to view the entire list of Current Roles and Current
Functions.

NOTE: When members PCS, theipRs are reset to Self Service only.

User Access Request
Request Details
User Access Request For: 1111111 Diana Prince
Request ID: Request Status:
Current Roles Personalize | Find [View Al | 2| & First ‘4" 10of1 ‘» Last
Keep Role Remove Role Role Name Role Description Role Details
;4 O CGSSMER CG Self Service Member Role Details
Personalize | Find [ view Al | @] (& First ‘&' 10f1 ‘& Last
Function Name Function Description
Add Functions Personalize | Find | View All | & | |_E First ‘4" 1-30f30 ! Last

4 Under theAdd Functions section, clickvView All. Scroll through and select the
Functions the positio requires.

NOTE: Itis important tareview the requirementsof each User Role and
Function to ensure all critereremet, such as appropriate Approval Authority
and/or a Designation Memo provided to PPC. Se®thé&unctional Roles

webpage for a list of requirements.
Add Functions Personalize | Flndl View All Ili..T | B First ‘4" 1-30f30 Last

Function Function Name

CG Passport Acceptance Agent

CG Recruiter

CG Recruiter in Charge

CG Reserve Manager

CG Reserve Order Funding Approver
CG Roles Recertification

CG SPO Auditor

CG SPO Auditor (CG Academy)

CG SPO Auditor (PSC (RPM-3))
CG SPO Technician

CG SPO Technician (CG Academy)
CG SPO Technician (PSC (RPM-3))

CG Training Officer

IEIEIEEEEEEEEEEE B

CG Training Program Managers (TAS)

3

CG Urinalysis Coordinator

Continued on next page
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Requesting New User Roles, Continued

Procedures

continued

Step

Action

5

If a specificUser Role or Functiois not listed: underAdd Roles click the
Lookup icon to find theRole Name Select the appropriate role.

O CG SPO Technician Look Up Role Name
] CG SPO Technician (CG Academy) Role Name [begins with |
O CG SPO Technician (PSC (RPM-3)) Description begins wilh V|
O CG Training Officer Look Up Clear Cancel Basic Lookup
O CG Training Program Managers (TAS)
Search Results v
S L D TR View 100 First ‘4 140f4 P/ Last
Add Roles Role Name Description 1 ‘& Last
- | CGACCISTT ISTT Accessions
e Pz CGAIRTRM Airport Terminal only |
CGHRSVW HRS/PERSRU Display Only ==
CGSSCMD  CG Self Service Command
6 Click the(+) buttonto add theRole totherequest.
Add Roles Personalize | Find | View All | £2] E First ‘4" 10f1 ‘»' Last
Role Name Role Description
ICGAIRTRM x |Q_ Airport Terminal only =]

Scroll to the bottom of the page and enterdihgtification for requesting thé&ser
Role(syFunctior(s) (required). Enter thApproverID (appr over 6s
number) or use the |l ookup to | ocat

Review the statement and check feknowledgementbox. ClickSubmit for
Approval.

Approver Selection

'JUS““CaﬁO"ZI\ just reported and have been assigned as UA Coordinator. ‘l

*Approver |D: |2222222 Y Bruce Wayne Position: 000292 - SPO DIV SUPERVISOR-BSS

Acknowledgement: I | understand that | am authorized to access the Direct Access system and that accessing it for purpose beyond the Scope of
! Authorization is a violation of Federal law (18 U.S5.C. 1030 et al) (Note: Refer to the Automated Information Systems (AlS) User
Acknowledgement Form (CG-5500A) which is required for all U.S. Coast Guard AIS users it contains the full Scope of
Authorization and Acknowledgement )

I Submit for Approval I

Continued on next page



Requesting New User Roles, Continued

Procedures

continued

Step Action
8 Once submitted, email notification will be sent to the Approver. It is importan

follow up with the Approver. If the User Roles request is not approved within

days of submission, PPC will automaticaligny the request.

NOTE: Once the Approveapproves the request, it will be sent to PPC for fina
approval.

From: DoNotReplv(@direct-access.us

Sent: Tuesday, June 05, 2018 12:48 PM

To: Wayne, Bruce

Subject: [Non-DoD Source] User Access Request — Waiting Approval

User access request has been waiting for your approval.

Requested For: Diana Prince
Request ID: 0000032

9 Upon final approval, email notification will be sent to the requester:

From: DoNotReply(@direct-access.us

Sent: Tuesday, June 05, 2018 14:59 PM

To: Prince, Diana

Subject: [Non-DoD Source] User Access Request — Approved

Your user access request has been approved.

Requested For: Diana Prince
Request ID: 0000025

10 | If the request is denied by either the first approver or PPC, this email notificat
will be sent tahe requester:

From: DoNotReply(@direct-access.us

Sent: Tuesday, June 05, 2018 14:59 PM

To: Prince, Diana

Subject: [Non-DoD Source] User Access Request — Denied

Your user access request has been denied.

Requested For: Diana Prince
Request ID: 0000029




Recertifying User Roles

Introduction This sectionprovides the procedures for recertifyidgerRolesand
Functionsn Direct Access (DA).

Remember, lease allow 24 hours aftePE approval to see the updated

Roles in DA.
Procedures See below.
Step Action
1 From the Requests tab, seledster Access Requesh the Self Service Requests
agelet.

My Page Self Service  Requests

Self Service Requests o O
Submit an Absence Request Mon Accrued Leave Request

View My Absence Requests Submit a Delegation Request

View My Requests (all types) PHS Submit Retirement Docs

Submit a Drill Request User Access Request

2 The User Access Request page will display. Qliifate Request
User Access Reauest

[This page is used to request user access to the Direct Access system. This page can be used to add additional roles or
[delete existing roles. The request must be approved by appropriate authority.

User ID: 1234567 Princess Moana

| initiate Request

Many of these roles either require special routing or additional documents in order for the role to be granted. Review
the Personnel and Pay Procedures Manual, PPCINST M1000.2 (series), Chapter 2, for additional guidance.

Continued on next page



Recertifying User Roles, Continued

Procedures

continued

Step

Action

3

Any Current Roles andCurrent Functions for the member will displayClick
View All (if necessary) to view the entire list of Current Roles and Current

Functions.

NOTE: When members PCS, theipRs are reset to Seffervice only. See the
Requesting New User Rolssctionfor information on how to atlRoles and

Functions.

Request Details

Request ID:

Current Roles

Keep Role
i O
i~ [

] O

Keep Function

vi |
] a

User Access Request

User Access Request For: 1367487

Remove Role

Current Functions

Remove Function

Princess Moana

Request Status:

Role Name

CGHRS

CGHRSUP

CGROWSEC_CGAD

Function Name

CG SPO Auditor

CG SPO Technician

Personalize | Find | View Al [|& | &=

Role Description
Coast Guard HRS/PERSRU
HRS Supervisor

CG Active Duty Row Security
Personalize | Find | View All | 21| &
Function Description
CG SPO Auditor

CG SPO Technician

First ‘4 1-30f6 '*' Last

Role Details

Role Details

Role Details

Role Details

First ‘&' 1-20f2 '}’ Last

Review each Function and Role to ensure they are still valid. If the Function
Role is no longer required, select the appropfREmoveRole or Remove
Function box (see theRemoving User Rolesection for more information)

NOTE: Do NOT remove the CGROWSEC CGAD role.

Current Roles

[Rempove Role

Keep Role
¥ O
O
O
vl O
v U
~ [E)
Current Functions
Keep Function Renfove Function
S|

¥ O

Role Name

CGHRS

CGHRSUP

CGROWSEC_CGAD

CGSSCMD

CGSSMBR

CG_CORE_USERS

Function Name

CG SPO Auditor

CG SPO Technician

Personalize | Find \\-’ JSI ]} =

Role Description

Coast Guard HRS/PERSRU
HRS Supervisor

CG Active Duty Row Security
CG Self Service Command
CG Self Service Member

Portal Core User Permissions

Personalize | Find | View All | @| Ll_x'!"
Function Description
CG SPO Auditor

CG SPQ Technician

First '4' 1-60f6 '»/ Last

Role Details

Role Details

Role Details

Role Details

Role Details

Role Details

Role Details

First ‘4 1-20f2 '}/ Last

Continued on next page



Recertifying User Roles, Continued

Procedures
continued
Step Action
5 If everything is accurate, clickiew All in the Add Functions section.

Add Functions
Add Function

O
O
O

Function Name

CG Admin Supervisor

CG Admin Technician

CG Assignment Officer (EPM)

Personalize | Find |View All ||L.m| @ First ‘4’ 1-30f28 '»' Last

Scroll down through the list of Functiosd selecCG Roles Recertification

Add Functions

Add Function

Function Name

CG Mobilization View Only

CG PPC DA Helpdesk

CG Passport Acceptance Agent
CG Recruiter

CG Recruiter in Charge

CG Reserve Manager

CG Reserve Order Funding Approver

CG Roles Recertification

Oo0o0Oo0OoOo0OoOIEooocoo0onDn

CG SPO Auditor (CG Academy)

CG SPO Auditor (PSC (RPM-3))

CG SPO Technician (CG Academy)
CG SPO Technician (PSC (RPM-3))
CG Training Officer

CG Training Program Managers (TAS)

CG Urinalysis Coordinator

Personalize | Find | View3 | ] E¥  First (¢ 1280128 ) Last

Continued on next page



Recertifying User Roles, Continued

Procedures
continued
Step Action
7 Scroll to the bottom of the page and enterdh&tification for the User Access

Acknowledgement: I | understand that | am authorized to access the Direct Access system and that accessing it for purpose beyond the Scope of

Requestrequired). Enter thApproverID ( appr over 6s Empl
use the | ookup to | ocate the appro

Review the statement and check #ieknowledgementbox. ClickSubmit for
Approval.

Approver Selection

*Justification: IRecemmg my roles I

*Approver ID: Chief Tui Position: 00029211 - SPO DIV SUPERVISOR-BSS

Authorization is a violation of Federal law (18 U.S.C. 1030 et al) (Note: Refer to the Automated Information Systems (AIS) User
Acknowledgement Form (CG-5500A) which is required for all U.S. Coast Guard AIS users it contains the full Scope of
Authorization and Acknowledgement.)

I Submit for Approval I

Once submitted, email notification will be sent to the Approver. It is importan
follow up with the Approver. If the User Roles request is not approved within
days of submission, PPC will automaticallgny the request.

NOTE: Once the Approveapproves the request, it will be sent to PPC for fina
approval.




Removing User Roles

Introduction

Termination of
Roles

This sectionprovides the procedures for removing User Roles and Functi
in Direct Access (DA).

Please allow 24 hours after PPC approval to see the change in DA.

If aCommand requires termination dker Roles prior to transfer or
separai on, notify PPC Customer Car ¢
number and the User Role(s) and Function(s) to be revoked.

Procedures See below.
Step Action
1 | From the Requests tab, selekster Access Requestom the Self Service Requests
agelet.
My Page Self Service  Rpequests
Self Service Requests o av
Submit an Absence Request Mon-Chargeable Absence Request
View My Absence Requesis Submit a Delegation Request
View My Requests (all fypes) PHS Submit Retirerment Docs
Submit a Drill Request Uszer Access Request

2 | The User Access Request page will display. Qliifate Request

User ID:

User Access Request

This page is used to request user access to the Direct Access system. This page can be used to add additional roles or
delete existing roles. The request must be approved by appropriate authority.

1234567 Dwight K. Shrute

| Iniiate Request |

Many of these roles either require special routing or additional documents in order for the role to be granted. Review
the Personnel and Pay Procedures Manual, PPCINST M1000.2 (series), Chapter 2, for additional guidance.

Continued on next page



Removing User Roles, continued

Procedures
continued

Step Action
3 | Any Current Roles andCurrent Functions for the member will displayClick
View All (if necessary) to view the entire list of Current Roles and Current Func

Continued on next page












